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POLICY AND PROCEDURES MANUAL FOR SINGLE FAMILY
ORIGINATIONS

Statement of Purpose

Thedo_urpose of this manual is to outline the vagipalicies and procedures to be
Iuse in the origination, underwriting, processing alosing of Single Family
oans.

Itis aéso important to note this manual is foemmal use and is to be used only as
a guide.

First Come, First Serve Program- The lenders are required to call in reservations or reserve
funds on-line for the individual applicants. More than one reservatignbmamade per 12-
month period, but it must be reserved at the original rate or thentumterest rate, whichever is
higher.

Special Loan Programs
From time to time, VHDA pilots special loan programs that can not utilize th@en-li

reservation system. These programs require the lender to fax the reservatitm VbiDA @
804-783-6728.



On-Line Reservation System

Overview This section contains the following information.
Topic See Page
How to Make a Loan Reservation 1-7
How to Check the Status of a Particular Loan 8
How to Review Multiple Loans 9

How to Make a Loan Reservation

Initial Complete the following steps to start the SF LoasdRvation Wizard.
Procedures
Ste Action
1 Open <http://www.vhda.org> with your Internet browser.
2 Enter your name and password. Click onltbgin button.
3 On the Extranet User Menu, select theLoan Reservation System
under the “Navigation” menu.
4 On the Single Family Loan Reservationswindow, selectMake a
Reservation
5 The firstLoan Reservation Wizardwindow appears.

The “Originating Lender,” “Reserving Branch,” “Originating Bréric
“Reserving Contact,” and “Phone Number” information appear.

If the loan was originated at a branch other than yours, seleq

t the

originating branch from the drop-down menu. If a branch is not listed,

you may request an update by selecting Bnench Update Request]
link.

To continue, click thé&lext> button.

Note: You can exit without saving your reservation by clicking on
Cancel/Main Menu button.

the

Continued on

next page



How to Make a Loan Reservationcontinued

Step

Action

Enter the borrower's social security number (SSN). The cl
automatically moves to the next field.

ursor

Enter the co-borrower’s social security number.

Enter the borrower’s and co-borrower’s (if applicable) first mamiddle
initial and last name.

Enter property address cliclext. (See screen shot below of page 2
the wizard.)

' | oan Reservation Wizard
@ Page 2 of 4

IOriginating Lender: Branch:
1800 Robert Fulton Drive Suite 350

Access National Mortgage Gorp.

Add /update




Click “Select Address” if the candidate matches the adémssed, you
will then be moved to page 4 of 4 of the reservation wiZz&@ee screer]
shot below of page 3 of wizard.)

I L oan Reservation Wizard

@ Page 3 of 4

A possible match for the address you entered is listed below. If the
listed address is a good match, click the "Select Address" link. If the
correct address is not listed, click the "Address Mot Found" link to
continue entering needed information.

Address Not
Found

Enter credit score, Press Tab, enter appraised value (optioaafjTBb
(See screen shot below of page 4 of wizard.)

[ Loan Reservation Wizard

@ Page 4 of 4

[originating Lender:

'VHDA 601 South Belvidere Street Richmond

Credit Score (Middle credit score(lowest of all borrowers)) Appraised Value (optienal)
I s $[

Loan Amount No. of Persons in Household

Select >

irsf con (FHA Blus Only)
g Property Type _______________[Construction Type
SelectProgram - Select Property Type © New { Existing ¢ Rehab
Allocation/Rate Special Program Option
[SelzctAllacaton =] [Select Program Option =]l Select Sponsor =

Display Options

IGross Annual Income Purpose Projected Closing Date
MM/DD/YYYY’
£ Select Purpose ~

Has the applicant owned a primary residence in the last three years?
© ves © No

Cancel/Main Menu <Previous || Confim Reservation >

Enter the sales price. Prékab.

Enter the first loan amount. Pregzb. Enter the second loan amount a
is applicable to the loan program.

S it

Click on the down arrow under the “No. of Persons in Household” field.

Click on the total number of people for the household. Praks

10

Click on the down arrow under the “Program/Loan Type” field. Seleq
desired program or loan type by clicking on its name.

t the

11

Click on the down arrow under the “Property Type” field. Click loa
name of the property typ&lote: Property type options may vary fro|
those shown here.

—

m




12 Click on theNew radio button if the property is a new construction. C
on theExisting radio button if it is an existing dwelling. Preksb.

13 Enter the gross annual income.

14 Click on down arrow under “Purpose” click on the purpose of the
(i.e. Purchase or Refinance)

15 Enter projected closing date.

16 If the applicant has owned a primary residence in the lag jfears,
click on theYesradio button.
If the applicant has not owned a primary residence in the last ybegs,
click on theNo radio button.

17 Click on the Confirm Reservation button and theConfirmation

window appeatrs.
Please Review All information.

To make a change, click on the field that you want to change.
corresponding field on the Wizard screen appears. Make your ch
and then clickConfirm Reservation (If you are on the first, second
third wizard screen, you will need to click thiext button until you get

ick

loan

The
ange,
or

to the fourth screen.




18

To complete the reservation, click on the SulRR@servationbutton.

[Confirmation

Loan Please review the information below for accuracy. You may

then submit the reservation with the button below, or click an
incorrect value to make revisions

Reservation Information Reservation Information n

Borrower SSI 541-66-4523 Applicant Name: Test Borrower
Co-Borrower S5N: -- Co-Applicant Name:
Pregram/ Lozn Type:  Conventional Proparty Address: 6015
Fixed BELVIDERE ST
Sraparty Typa:
roparty Type Single Family T,
Special Program Virginia 23220
Sponsor
New or Existing: Existing
Szles Price §180000
Loan Amount (Firstl: 5100000 Targsted Area: Yes
Loan Amount
(Second):
[ Credit Scora 720
No. Persons in 2
Housshold Resanation  g9/21/2010
Resenvation  43:53:45 AM

Gross Annuzl Inceme:  $50000 Resarvation /Ay

Jurisdiction: Richmond City Interest Rate:  3.750%

Spr=En $1,000.00
Purpose: Purchase

Projected

Point 1.0 point

Projected Close Date:  10/15/2010

Primary Residence in  No

Pragram Notes VHDA requires
borrowers to
complete a VHDA

Homeownership Submit Reservation >

Education class
for all VHDA loan
programs.

Originating VHDA Reserving Sandy Redd
Lender: Contact:

Help| Contact Us
All content of this site is © 2004 VHDA. All rights reserved.
Please Review the Terms of Use and Privacy Policy Before Continuing

Continued on next page



How to Make a Loan Reservationgcontinued

The Confirmation

Step

Action

1

Screen shot dReservation Completescreen

The first reservation has been successlully reserved. Pleass pant this
page and note the loan nember for youwr records, & copy of this is
reseryation will be emailed to BFReservations@vhda,com automatcally,
Click here to enter the soft second reservation or click here to enter

another Peservation.

VHDA Loan Number - 2110148

Page 2

Boarowar SSM:

Co-Baodnn e &F 55N

ProgramyLonn Tepe:
Proparty Top-ii
Spacisl Frogrami
Bpondar

Haw ar Existing:

Saler Price:

Loan Ao urtl Frst)
Apprazad Valos:

Loan Amourd Secendl

He Pardard i

Houzmheald:

Grzid Annusl [nesrma:

Jurig@ion:

Pispisii

Projected <lose Datel
Aaziduncs in Lk 3
e

Loan OFicar

Progra Holad:

Sriginsting Landar:

#64-31-3133

Corwentianal Foosd

Single Family

Existing
$150000
$100000

£as000

Richmond City

Purchase

12/30/2009
Mo

No Loan Officer
Available

VHDW requras
borrowars to
complete & WHDA
Homeownarship
Education class fior
all YHDA laan
programs.

Applicant Hema: Jaria Dies
2 o-Ap plicant B
Froperty Addrere: BO1 S
BELVIDERE
5T
RICHMIORD,
Wirginiza
23220
Lagal Dmseripkssn:
ol ginstors Lesn Mo,
Targatad Arsa: Yas
Ra s riabion
Catel 12/7/200%
Pl & i abson - .
Im.:' 11:09: 41 &M
L b
bop. Dater 2/5/2010
Enterast Rate: 5. 000%
priginatien g 1,000.00
pomted 1 0 pomt
VHDA Ranarnrg Corgack:

Sandy Redd




How to Make a Loan Reservation, Continued

2 Note: If there is a problem, a message appears with a VHDA contact name and phone

number ** Example** If the Social Security Number is already on file, the on-line
system will not allow a new reservation for this Social Security Number.

If the reservation fee has been paid and the first reservation is less than one year
old, you must call Yolanda Dickerson at 343-5756 or Sandy Redd at 343-5820, to ¢nter a
new reservation for this SSN with an interest rate greater than or equal taythal ori
reservation’s interest rate. If the reservation is more than 1 year old, tlestimée will
be at the current VHDA rate.

3 If there are no problems, tiReservation Completewindow appears.

To log off, click on the “X” in the right hand corner of the screen.

How to Check the Status of a Particular Loan

Procedure Complete the following steps to check the status of your loan.
Step Action

1 Click on the Check Loan Statuslink on the Single Family Loan
Reservationwindow.

2 ThelLoan Status Checkwindow appears.

3 Click on the down arrow under the “Branch” field to see a list of
available branches. Click on the desired name to select it.

4 Select the appropriate search type by clicking onSbeial Security
Number, VHDA Loan Number, or Lender Loan Number radio
buttons.

Then enter data in the field next to Bebmit button.

5 Click on Submit.

6 A new window appears with the information about the selected loan. If
no loan meets the criteria that you entered, the second scredmeill
blank.

7 To exit, click on theX” button in the top right corner.




How to Review Multiple Loans

Procedure

Complete the following steps to review multiple loans in the SF Reservastensy

Step Action

1 Click on theReview Your Loans link on the Single Family Loan
Reservationwindow.

2 The Generate Loan Report window appears with the name of the
originating lender and the branch address at the top.

3 Under “Reporting Scope,” select whether you want a report of foans
the lender, branch, or user. Click on the appropriate name.

Note: The options on this menu will vary according to the user’'s agcess
level.

4 Click on the down arrow to select one or all branches.

5 Click on the desired type of loan under “Report Type.” You cantsglec
active, inactive, or all loans.

6 Select the “Reporting Range” by clicking on the desired amouimhef
You can choose 30, 90, or 120 days or the “View All” option.

7 Define how you want the report to be sorted. Click on the down grrow
under “First.” Click on the desired name.

If you want to add other sort criteria, repeat these procedurdbeor
“Second” and “Third” fields.

8 Click on the down arrow under “No. of Records per Page.” Select how
many records you want to appear on each page of the report. You can
choose 25, 50, 100, or “All.”

9 Click onView Report.

10 If there are loans for the criteria you selected, they appdae next
screen.

11 Click on the“X” in the top right corner to exit. Th@enerate Loan
Report window appears. To return to the main menu, click on|the

Cancel/Main Menu button.




Procedure for Manual Reservations

Reservations are received and processed manually for numerous reasons, some of which ar
previous reservation exists in system, loan officer does not have access to comgurges®to
VHDA on-line reservation system, or reservation is SPARC.

Reservations processed manually are reserved at the active rate at the tieservation is
received. Any re-reserved loan reservations are processed at higher of markeibospate if
within 12 months of previous reservation date.

SPARC reservations are reserved at the active rate at the time receasd\HDA has been
notified that the reservation has been sent for sign off and VHDA changes ratedoWw\aial
exception due to the added step in the reservations process which often adds additional time.

The only exception granted by the Business Partner Product Manager or ResenssistasitA

is if the Reserve contact is in the reservations system at the time oktickaage and the rate
increases, the lower rate will be honored. The department keeps a list of the individuals
requesting the exceptions and documents the manual reservation form as well. rAll othe
exceptions must be approved by the Director of Homeownership Programs or the Managing
Director of Development.

At the beginning of each month, the Business Partner Product Manager will run a rejhart for
Director of Homeownership Programs of all loans manually reserved by Resesvasisistant

or Business Partner Product Manager for the previous month, which have an override on the
rate/bond allocation. With the report, documentation for each override will be provided if the
override resulted in an interest rate lower than the active interest rdte fbate/time reserved.

10



PROCESSING FOR FIRST COME, FIRST SERVE PROGRAM

Requirements for System Access

Since the system will be offered through the internet, minimal system neguite will be
necessary. No special software or system installation will be necessary

System Requirements are as follows:
Internet Access
Access to E-mall
Internet Explorer 4.0 or greater (preferred) or Netscape 4.0 or greater
Each lender must designate a System Administrator who will be registeretv@macress to
the system. This System Administrator will then register other lendefastaccess to the
system.
System Registration
After a lender has been approved to process VHDA loans a letter of an administrative
contact sheet (see attached) is sent in to the Business Partner Product Mbaonageiews it
and brings it to the Reservations/Special Programs Assistant.
The lender is then set-up on the online system:
Step 1. Added to Fastrak lender maintenance (No longer necessary step as of 12/15/07)
Step 2. Added to lender maintenance
Step 3. Added to branch maintenance
Step 4. Added to user maintenance (the user administrator is set-up here aredl @mail
confirmation with a temporary password, the user name is the administratoag’ e-
address). The administrator is responsible for setting up the branch users.
Step 5. The lenders then have access to the Fastrak reservations systemsdy tgdimg

vhda.org. website using the information provided to them from the user maintenance
system. (No longer available as of 12/15/07)
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J Administrative and Training Contact Assignment

VHDA.

Administrative Contact:
The administrator’s role is to maintain the list of active users for VHDA Reservations. They may
add/modify/delete other Administrators and lower levels with the lender.

Please complete the Administrator information below:
Lender Name

Administrative Contact Name

Branch Address

Phone
Email
Fax

Agreement:

As VHDA’s Administrative Contact, | take responsibility for controlling internal employee access to the VHDA
Internet Reservations System. | understand that it is my responsibility to give access to the appropriate
individuals within my organization, as well as modify or remove their access as needed. | further understand
that | may delegate these administration duties to other(s) in my organization who will have the same level

of responsibility as stated above.

By:
N_am e This section to be completed by
Brtlte: Lender Administrator

ate:

The undersigned Authorized Officer of Lender certifies that the Administrator is authorized to perform the
duties set forth herein.

By:

N_am e This section to be completed by

-[I;mte: Authorized Officer of Lender
ate:

Training Contact:
The trainer’s role is to ensure that authorized users of the VHDA Internet Systems have the training, and
tools necessary for appropriate use.

Training Contact Name
Branch Address

Phone
Email
Fax

Please fax the completed form to VHDA at (804) 783-6730. Questions regarding this form
may be directed to Sandy Redd at (804) 343-5820 or sandy.redd@vhda.com
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Procedure for Changing Single Family Interest Rates

Rate change requests are created by the VHDA Fend@partment and a bond
allocation notice is sent to Sandy Redd detailirgriew interest rates, funding
sources and allocation amounts. These noticeseatdoy email.

Sandy Redd or alternate makes the changes in tik@&fng system and
activates the new interest rates.

An automated email is sent upon activation of tew mterest rates and details for
what products the interest rate has been chanfied.email is sent to members of
SF Finance, Michele Watson and Sandy Redd. Thgogerof this email is to
ensure that rate changes are made in a timely manne

The allocation notice is initialed by Sandy Reddlbernate and distributed to
various staff members as detailed on the Rate Ghelngcklist.
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New Rate

Date: Notice:
Time:
BOND RATE [63)] INTER-ONLINE
Bond Active
(MRB)
Regular - N () ()
Flex - N () ()
- - () ()
() Rate LineCHANGE MESSAGE
() On-Line Rate To Verify only. (Print-Out)
() Verify Rate (Print-Out)
() Notice Michele: ()
David H.: ()
Bill: ()
Pat Corey: ()
Joe F. ()
() E-Mail:
() Ratewatch Notification

14



SF Funding System

Overview This section contains the following information.

Topic See Page
How to Set Up a Funding Source 1-2
How to Set Up an allocation (blend example) 3-5
How to Activate an Allocation 6-7
Rate Changes 8

How to Set Up a Funding Source

Initial Complete the following steps to access the SF Fgn8i/stem.
Procedures
Step Action
1 Click on Internet Explorer icon to access VHDA Intranet.
2 Click SF (Under Development).
3 Click “Applications We Use”.
4 Click Fastrak & Reservations Maintenance.
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Click Funding Administration.

Click Funding Source Setup & Maintenance.
Click “Add”.

Enter Informatlon and Cllck Save.

oo ToLi- A e

g Source Maintenance -

L Funding Source Maintenance THelp

Funding Allecation

005G

Edit Funding Source (Page 1 of 1)

Ba rest Rate: _[Funding Type:

e [V ® =
to

Description:
lern 1118

s Cancel

[ 4 [ Click Fastrak & Reservations Maintenance.

16
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How to Set Up an Allocation

Step Action

1 From Single Family Funding Administration menu, choose Funding Altaletup &
Maintenance

2 Click Add and Complete information on Page 1

arike

=00 f—

; Funding Allocation Maintenance

Funding Allocation Maintenance ZHelp

Funding Allacation

Delete Yerify Rates Cancel

Add Funding Allocation (page 1 of 3)

Allocation Name: |Amount Allocated: Base Interest Rate:
Series: Code:
atii {ex. 1995T) |{ex. 90)
| |1 [02_] ¢ [52000000 | 5.625 | % Supported
m Loan Term: Remaining Balance: E‘r;ciaL:E;ﬁi:a:;lg::’:::;ﬁe)
po Regional Loan Fund -
months % |32000000 Regional Loan Fund 4

Regional Loan Fund 2 ;I
Ioss28/2008) |bn 1382 |

Prewious l Nextl Savel Cancel

=
4| | v
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Click Next and enter Funding Source Information.

‘arike

ati
ati
ath
im

im

po

/3 Funding Allocation Maintenance

=101 x|

Funding Allocation Maintenance ZHelp

Funding Allocation

Wetify Rates

Funding Source/Blend Information (Page 2 of 3)

Select Funding Source |

FundingSource % allocation

Total Allocation: D%
Effective Date: I:I

‘ | »

0.7

3 Funding Allocation Maintenance

=10l x]

Funding Allocation Maintenance @Hp_.']p

Funding Allocation

o0sGe I
ao0sGo9 -
005G | Yerify Rates

Select Funding Source |

FundingSource % Allocation

Delete 20044(0) 19.57 M
Delete 2001H{0) 80.43 Y

Total Allocation: O

Effective Date: 05/28,/2008

Funding Source /Blend Information (page 2 of 3)

M|

4 | »

Click Save/Next.

18




Enter Rate Information.

“} Funding aAllocation Maintenance - Microsoft Internet Explorer provided by ¥HD

Funding allocation Maintenance Z)Help

Funding Allocation

Delete Yarify Fates Cancel

Funding Allocation/ Rates (Page 2 of 3)

Program Type Interest Rate
18T CHOICE

‘INTEREST OMLY [

‘FI}(ED ||5.825

‘FRESH START ||

‘HOME STRIDE ||

‘PLUS |5.875
‘RD LEVERAGE |5625
[Rate 1 [Rate 2 [Rate 3

TmErovear [
TIMEr1svEAR [
TITLE120 YEAR [
‘TITLE isvear [

Click Save.
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How to Set Up a Funding Source

1 From Single Family Funding Administration menu, choose Funding Allocation Assignme

Click Add and Select allocation that was added in previous step.

raorike = =
3 Funding Allocation Maintenance

=10] x|

Funding Allocation Assignment @He‘lp

Funding Allocation

KO102

SEABRLFE
ko1 .
- Yerify Riates Cancel

Allocation Name: Alltel Investor: _

= | | | R
il | Cutoff Balance: Remaining Balance: _

% |500000 $ |32000000

Cancel

=
| | »

2 Enter the Alltel Investor Code, which will always starthadt “K” for blends. Check with Pa
Corey or Joanne Alderson in servicing if need help with naming convention.

3 Enter Cutoff balance of $500,000 (without commas).

1
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Click Next and check boxes to activate rates associated with thatiatiocat

Funding Allocation Assignment @Hp_.-]p

Funding Allocation

BAABRLFE -
01 .
- Yerify Rates Cancel

FHA Conventional Rural Housing YA

CIXED Is.625%) I5.625%] I5.625%) |5.525%|

" active [ active [~ active " active
Flex Alt 100 N/A N/ A N/ A N/ A
Flex Alt Step M/A M/ A M/ A MNSA
Home Access N/A N/ A N/ A N/ A
Home Enhancer N/A NS A N/ A N/ A
plus S N/A N/A N/A

¥ Active
Purchase Rehab N/A N/ A N/ A N/ A
Step N/A M/ A N/ A N/ A
Fresh Start N/A N/ A N/ A N/ A
Flax MOV A N/A N/ A N/ A N/ A
Flax Nawy N/A N/ A N/ A N/ A
Flex Mawy Plus N/ A M/ A N/ A NSA
Titde I 5 Year N/A N/ A N/ A N/ A
Tite I 10 Year N/A NS A N/ A N/ A
Tite I 15 Year N/A N/ A N/ A N/ A
Tite I 20 Year N/A N/ A N/ A N/ A
Home Stide M/A M/ A M/ A MNSA

Click Save.
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Miscellaneous Rate Change Information

Step Action
1 Print Active Bond Report before making any changglis can be accessed from the Funding Administrat
Menu.
2 Print Rate Change Document and RateLine DocumEmése are WORD documents.
3 Write current balances, if applicable on bond notice provided by finance.
4 Change existing allocation balance or new allocation balance to match balance on loend noti
5 Activate allocation per instructions above and print Active Bond Report again.
6 Verify Rates using either Funding Allocation Maintenance or Funélilegation Assignment

click Verify Rates and right click on page to print. Confirm tthese rates and allocations
match your input.

7 Send RateWatch notification to Lenders. This application is sibtesfrom Funding
Administration window.

8 Make changes and Send “The Rates Are...” document to SF Originainoh&es Coun
groups internally.

—+

9 Accesswww.vhda.org, click on rates at top of home page and verify accuracy of r&est
two copies, one for Sandy, one for Debra.

10 Change Rateline message according to directions on RateLine Change document.
11 Complete Rate Change Process document and attach all together.
12 Distribute bond notice copies as required on Rate Change Process document.
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http://www.vhda.org/

Date:

RATE LINE GUIDE

You have reached Virginia Housing's rate-line. Typda For all pricing ofgtj@yo to
www.vhda.com, click on Homebuyer Loan rates and all pricingams will be displayed.

The current standard rate is % on alle2d FHA, VA, Guarantee Rural Housing and Convemtion
Loans.

FHA+ % HB Tax Credit Plus %

The Flexible Alternative standard rate is %

The Flexible Alternative Interest Only rate is %

The Flexible Alternative Home Access & Home Enhanege is %

Thank you for calling the VHDA rate-line.

To change the rate line, dial 2120 and enter ywtansion #, then enter your password. Next ehecall handler
extension, 7738. To change standard greetings [2ie® record standard greeting, press 2. Bgmialkdng and
when finished, press #.

Rate-Line: 800-637-7738
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Procedure for Disbursement of Credit Lines
Revised December 2009

Habitat for Humanity

Request for line of credit disbursement is sent to Corliss Bey at Habitat faartitym
Virginia office

Corliss verifies request for accuracy and completeness.

Spreadsheet is sent to Sherry Estridge with data for loan disbursements| thatséd

in data mart

Corliss delivers request to Sandy Redd, Business Partner Product Manager.

Sandy checks request, calculates loan amount, per diem interest, receipt ang atcurac
all documents, building permit, certificate of occupancy, pledge agreement, mngmiss
note, etc. and inputs information into Habitat line of credit spreadsheet.

Sandy generates letter, list of loans to be disbursed and check request for the actual
disbursement.

The check request is signed by Sandy and authorized by either Michele Watson or Don
Ritenour.

Check request is delivered to finance and upon issuance of the check, check is returned to
Sandy Redd.

Sandy sends check and letter/loan list via overnight delivery to Habitat chapter.

Sandy inputs check number and disbursement number into Habitat line of credit
spreadsheet and adds the unit number and total disbursed for each chapter into Habitat
units and totals spreadsheet.

Copy of letter, check, request and documents supporting request are sent to Pamela
Holmes in Single Family Servicing via Inter Office mail.

Documents are filed in Habitat folders for appropriate chapter and year.

FAHE sends request to Sandy Redd and emails spreadsheet with data to Sandy.
Sandy forwards spreadsheet to Sherry Estridge.

Sandy checks request, calculates loan amount, per diem interest, receipt ang atcurac
all documents, building permit, certificate of occupancy, etc. and inputs information int
FAHE line of credit spreadsheet.

Sandy generates letter, list of loans to be disbursed and check request for the actual
disbursement.

The check request is signed by Sandy and authorized by either Michele Watson or Don
Ritenour.

Check request is delivered to finance and upon issuance of the check, check is returned to
Sandy Redd.

Sandy sends check and letter/loan list via overnight delivery to FAHE.

Sandy inputs check number and disbursement number into FAHE line of credit
spreadsheet.

Copy of letter, check, request and documents supporting request are sent to Pamela
Holmes in Single Family Servicing via Inter Office mail.

Documents are filed in FAHE folder for appropriate year.
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VHDA MRB LOAN PROGRAMS

These programs are funded using tax exempt bonds and offer a variety of financing opéidns bas
upon product selected.

Loan Types: HUD-VA-RD Insured and Conventional with or without PMI.
Processing: Originating Lenders are to process loans in accordance with
VHDA

guidelines and procedures and submit to VHDA for approval
(unless the Originating Lender has VHDA delegated authority).

Underwriting: Delegated or Non-Delegated
Closing: Delegated or Non-Delegated
Servicing: VHDA or Other Servicer
Loan Terms: 30 Years

Pricing Options are Available:

Origination Fee: 0-1%
Discount Point: 0-2%
Mortgage Insurance: Based upon program selected

Conventional up to 97% LTV (12% - 35%) coverage
Loan Purpose: Purchase Only, Owner Occupied/Primary Residence

Basic Property
Requirements: Single Family Only (Doublewides HUD Insured Only), 2 Aafre L
Limits (waivers maybe granted up to 5 Acres)

Eligible Borrowers: Borrowers may not have had a present ownership interest in a
principal residence within the past three years, Business use of
property restrictions apply. Borrowers must be US citizens;
provide evidence of lawful permanent (not conditional) resident
alien status; or in the case of non-permanent resident aliens, must
possess a SS# and be authorized to work in the US.

Net Worth: Eligible borrower(s) can not have a net worth exceeding 50% of
the sales price.
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Max Gross

Household Income:

Sales Price/Loan
Limits:

Acquisition Costs
Requirements:

Qualifying Ratios:

Credit
Underwriting:

Employment
Requirements:

Homeownership
Education:

Tax Recapture:

VHDA publishes maximum “gross income” limits which are
established to comply with the limits imposed by the U.S.
Treasury limits. These Maximum Allowable Income and Sales
Price Limits are available on VHDA'’s website.

VHDA publishes maximum sales price limits. Propertieadei
financed cannot exceed these limits. These Maximum Allowable
Income and Sales Price Limits are on VHDA's website.

Definition of Acquisition Cost - The cost of acquiring thidlgig
dwelling from the seller as a completed residence.

The acquisition cost of a property to be financed may not exceed
limits which have been established by the U.S. Department of The
Treasury in effect at the time of application. In all cases for new
loans, these limits equal or exceed VHDA's sales price limits,
therefore, for new loans the residence meets this requirement by
meeting VHDA sales price limits. In the event that the acquisition
cost exceeds VHDA's sales price limit as a result of the estimated
costs to complete unfinished areas, the Originating Lender must
contact VHDA to determine if the residence is eligible.

Varies based on loan type.

Varies based on loan type.

Varies based on loan type.

Varies based on loan type.

All loans which are funded from one of VHDA’s Tax Exempt
Bond Loan Programs may be subject to the Federal Tax Recapture.
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(Program suspended as of 4/01/2008)

STEP RATE PROGRAM - Bond Programs

Product

This program offers lower initial mortgage payments by reducing theshtate during
the first two years of the loan. To offset the lower rate during the first twe, tharinterest rate
is increased by .50% above the standard 30 year rate. The rate is then reduced by 2% the first
year by 1% the second year and remains fixed for years 3-30. No additional fees or @oints ar
charged. The program is available through the FHA, VA, RHS and conventional PMI insured
programs.

Fees
Standard fees: 1% Origination 2% Discount

Processing

This program is available under our first come first serve program as a dtpnofduict.
Reservations are made through the automated reservation system. The resandasiod the
loan application should indicate Step Rate. Loan packages are submitted under satnesproce
as standard loans.

Underwriting

Standard qualifying criteria as other VHDA FHA, RHS,VA or conventional loppl/a
Qualifying ratios are based on the following:

FHA - 1styear rate
VA - 2nd year rate
Conventional - 2nd year rate
RHS - f'year rate

Loans may also be submitted to Loan Prospector or Desktop Underwriter for automated
underwriting decisions.

The system will calculate the appropriate payment based on balance and téerttoze
specified interest rates. This information will be printed on the VHDA commitme

Closing
A Step Rate Note and Step Rate Allonge will be included in the closing package.

Servicing

Servicing of loans will be handled by the designated VHDA servicing agent or VHDA
direct servicing.
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FHA PLUS PROGRAM

PRODUCT

This program offers downpayment and closing costs assistance in the form of a second
mortgage in addition to a VHDA FHA insured first mortgage.

FEES/RATE
Standard Fees: 0 - 1% Origination
0 - 2% Discount
Fees: Charged on first mortgage only
Rate: The first and second mortgage will both carry the same inteesthich

will be .25% above the standard VHDA fixed rate. Both loans will be made
for a 30 year term.

Per diem interest will also be charged on the second mortgage.
CALCULATION OF LOAN AMOUNTS
Calculation of Maximum Downpayment/Closing Costs Assistance:

VHDA second mortgage will be made up to 3.5% or 5% of the lesser of the sadesrpric

appraised value based on credit score. Credit score of 620 -659 maximum 3.5%, credit score of
680 or greater maximum 5%. Borrowers minimum cash investment is 1% of sales pige. T

may be in the form of cash reserves.

(Revised September 2010)

RESERVATION PROCEDURES

Reservation for FHA PLUS loans will be made on the automated reservation systém. F
PLUS will be added as a financing option. When FHA PLUS is entered, additional informati
related to the second mortgage will be requested and the higher rate will bedededicate

FHA PLUS on the reservation sheet. The loan amount section should reflect both tinel first a
second mortgage separately.
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APPLICATION PROCESSING PROCEDURES FOR FHA PLUS

Disclosures:
A. Good Faith Estimate (Lender’s Disclosura)pdated September 2010

B. Program Disclosure and Affidavit of Borrower (Exhibit E)
One may be used - include the two separate loan amounts under the loan amount
section.

C. Truth In Lending
Separate Truth In Lending Disclosures must be provided for the first and second
mortgage.

Application:

The Residential Loan Application should reflect the first mortgage loan amowynt onl
Details of transaction would identify the second mortgage under "Subordinate Filamdrtge
second mortgage payment should be included in Proposed Housing Expense under "Other
Financing (P&I)". Exhibit E, Program Disclosure and Affidavit of Borrower, mustdoepleted
by the lender disclosing the FHA Plus second mortgage am